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How ave YOU K EYZS < P Office work—especially cutting 
stencils—is hard on the eyes—but not with 


Sure-Rite Green Film Stencils! Easy-on-the-eyes green, 
with non-glare film and white, easy-to-read letters 
makes stencil cutting fun! 


SURE-RITE 


GREEN FILM STENCIL 
With the New Seal Tab! 


PATENTS PENDING 


If you are not already using Sure-Rite Green Film Stencils in your 
office, write for a free sample! No more messy fingers, sticky files 
or gummy machines with the new Sure-Rite Seal Tab Film Stencil. 
Just press the film to the red dot to seal. Pull away to make correc- 
tions. No glue is used! And you will be amazed at the clear, sharp 
copy—up to 15,000 fine copies. “e’s” and “o’s” even cross lines will 
reproduce with a clean-cut sharpness that will amaze you. The 
boss will be impressed. 








No type cleaning— 
No chopouts— ; * > ie el ee ee onesie coe 
; Mail this Rush sample of the new Sure-Rite Red Seal Tab 
No eyestrain— Coupon fora e Green Film Stencil and the name of my closest 
No messy fingers! FREE Sample | — 
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274 Walnut Street 
“In the poem 5 ‘Call Your Dadian Beaver Man” 























COVER STORY 


“Beauty Is Your Business” whether at 
home or at the office and we think that 
our cover girl for October fills the bill. 
She is wearing a grey wool suit and a 
matching grey hat. Her bag and shoes 
are black calf, the white gloves a fresh 
contrast. 
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THE SECRETARY 


The 
President's Message 


TO THE MEMBERS OF NSA: 


One of the outstanding projects of NSA is to give the 
Secretaries of this country the opportunity to learn about 
the benefits to be derived through membership in our or- 
ganization. Think of the great personal satisfaction in open- 
ing the door of NSA to other women of our profession who, 
working as individuals, have been searching for the chance 
to broaden their horizon through an organization such as 
ours. 


What do we have to offer? Friendship! Education! The 
opportunity, through organization, to develop the latent 
power of the Executive Secretary for the good of American 
Industry, the Community, and for her own personal ad- 
vancement. The prestige of belonging to an Association 
recognized throughout the land as a progressive organiza- 
tion that is going places and doing things. 


A progressive association is always developing new and 
constructive projects. The carrying out of these projects is 
only made possible by an ever growing financial and active 
membership strength. Therefore, we should strive to in- 
crease our membership. Conversely, as our financial and 
membership strength increases, better projects are made 
possible and we thus grow to the position of recognition in 
the national economic structure to which we are entitled. 


A recent survey shows 375,000 bona fide secretaries in 
the United States. Nationally, we have only scratched the 
surface—we can and must open our doors to others— 
through strength we can bring into being the projects that 
are even now maturing. We are the pioneers, but we can- 
not rest upon our laurels. We have a bright future—our 
goal of 25,000 members is a mere drop in the bucket if we 
all do our share. I know nothing can stop us. 


Your President 


Mary H. Barrett 


the ama Zag 


$4.00 per doz. 
Durilium Point 
@ Always Sharp 
@ Feels Sharp @ Stays Sharp 


FISHER PEN COMPANY 
757 Waveland Ave., Chicago 13, III. 
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dates to remember 


OCTOBER: 26-28 
Southwestern Regional Meeting 


Cape Girardeau, Missouri 


Northeastern Regional IIT Meeting 
Fort Shelby Hotel 
Detroit, Michigan 


NOVEMBER: 2-4 
Northeastern Regional IT Meeting 


Lawrence Hotel 


Erie, Pa. 


NOVEMBER: 9-11 
Southeastern Regional Meeting 
Birmingham, Alabama 


NOVEMBER 10-11 


Northwestern 


Regional III] & IV Meeting 
Hotel Cornhusker 
Lincoln, Nebraska 


FEBRUARY 22-24 
Southeastern District Meeting 


Henry Grady Hotel 
Atlanta, Georgia 


NATIONAL CONVENTION 
JULY 23-25 


WASHINGTON, D. C. 
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Dear Members of NSA: 


The minutes of the second meeting of the Institute for 
Certifying Secretaries, held in Chicago, September 7 and 8, 
are not yet ready so this is not a full report. It is merely an 
effort to enumerate some of the “highlights” of that meet- 
ing. The Institute is composed of eighteen members and a 
dean, plus two exofficio members—the past and current 
presidents of NSA. This gives the Institute a total member- 
ship of twenty-one. Four of the basic eighteen members 
were absent. 

The main purpose of the meeting was to set up a strong 
structure for studying and developing better CPS examina- 
tions. The following functions were assigned: 


EDUCATIONAL PROGRAMS 
Dr. Fred Tidwell, 
University of Washington, 
Seattle 
EXAMINATION CENTERS AND PROCEDURES 
Dr. Charles Hicks, 
Ohio State University, Columbus 
To be assisted by: 
Gladys Bauer, Santa Monica, California 
Alicia Cogan, Brooklyn, New York 
Dorothy DuBay, Baltimore, Maryland 
Minetta Miller, Denver, Colorado 


BROCHURES 
Miss Lois Corbeil, 
A. B. Dick Company, 
Chicago, Illinois 
Minetta Miller, 
333 E. 16th Avenue, 
Denver 3, Colorado 
CERTIFICATE DESIGN 
Mr. W. G. Turquand, 
Underwood Corporation, 
New York 16, New York 





institute for certifying professional secretaries 


by Dr. IRENE PLACE 
Acting Dean of Institute 


HISTORIAN 
Mrs. Elizabeth Scott, 
Colorado National Bank, 
Denver 
PUBLICITY 
Mr. Robert Slaughter, 
McGraw-Hill Book Company, 
New York 
RESEARCH 
Dr. Estelle Popham, 
Hunter College, 
New York 
QUALIFICATIONS 
Miss Dorothy Bentley, 
611 West Ottawa Street, 
Lansing, Michigan 
The 1952 CPS examination is scheduled for October 
17-18. Examination centers will be announced later. 

Men secretaries may take the examination. 

The qualifications for taking the examination have been 
modified. They now are: minimum age, 25; if not a high 
school graduate, seven years of experience; if a high school 
graduate, six; if a junior college or business college gradu- 
ate, four; if a college graduate, three. 

It is hoped that the results of the 1951 examination will 
be tabulated and certificates ready for distribution by Jan- 
uary, 1952. 

Some of the most important work to be done within 
the next few months is that of the Research Committee. 
Considerable time was spent at the meeting discussing ways 
of studying present examination content so that the 1952 
content will be nearer our goal of a comprehensive exam- 
ination for top-level secretaries, second to none. 

The next meeting of the Institute is scheduled for De- 
cember. 

Cordially yours 
Irene Place 


Five 











THE 


National Committee 
A ppotntments 


The National Committees stipulated by the delegates 
are required by the National By-laws adopted at the 1951 
Convention have been established and the chairmen and 
members appointed by the National Board at its meeting 
in Kansas City, Missouri, August 31 through September 3. 
A great deal of study went into these appointments, for we 
are desirous of having a representation from all sections of 
the United States. We are proud to announce the appoint- 
ment and acceptance of members to serve on the following 
committees for the year 1951-52. 


CONVENTION: 
Margaret Bibb, Chairman 
2410 Sterick Building, Memphis, Tenn. 


Mrs. Beatrice Shea 
DeWitt Clinton Hotel, Albany, N. Y. 


Mrs. Jeanelle Walker 
660 Georgia Avenue, Chattanooga, Tenn. 


Mrs. Florence M. Hopkins 
595 E. Colorado St., Pasadena, California 


Mrs. Wilma Pitcher 
608 E. 15th St., Olympia, Washington 


EDUCATION: 
Catherine Norris, Chairman : 
5315 Chatsworth Ave., Detroit 24, Michigan 
Margaret Heseman : 
515 Ivinson St., Laramie, Wyoming 


Alice Cobb 
c/o Judson Mills, Greenville, S. C. 


Nola Babb 
Union National Bank Bldg., Wichita, Kansas 


Gladys Sours 
2174—4th St., S.W., Akron 14, Ohio 


FINANCE: 
Helen J. Boyle, Chairman 
2718 W. 5lst St., Kansas City 3, Kansas 
Lola McLaughlin 
240 State Street, Curwensville, Pa. 


Lantha Ballard 

918 Roanoke Bldg., Minneapolis, Minn. 
Mrs. Gertrude Whitbeck 

206 Medical Arts Bldg., Wilmington, Del. 


Vera Ward 
202%) W. 10th St., Amarillo, Texas 


MEMBERSHIP: 


Frances Dickinson, Chairman 
167 Park Ave., Windsor, Conn. 


Frances Crawford 
1223 Magnolia St., Vicksburg, Miss. 


Mrs. Charlie Meadows 
1411 N. Grama St., El Paso, Texas 


Matilda Klaiber 
c/o Gardner Box & Carton Co., Lockland 15, Ohio 


Mrs. Audrey George 
2260 Harlan Street, Denver, Colorado 


NOMINATING: 
Mrs. Ruth D. Kimsey, Chairman 
100 Market St., Camden 1, N. J. 
Mrs. Marie Jerrells 
144 Ohio Ave., East Alton, III. 


SECRETARY 


Camilla Broyles 

Box 1331, Ashland, Ky. 
Ruth Miller 

1320 Rosario St., Laredo, Texas 
Loretta I. Hamilton 

1410 Grant St., Denver, Colorado 


PLATFORM: 
Augusta V. Hurst, Chairman 
c/o Selas Corp., Erie Ave. at D. St., 
Philadelphia 34, Pa. 
Eleanor Riggle 
321 Harvard Avenue, Green Bay, Wisc. 
Mrs. Lois Manning 
379 Richmond St., Salem, Oregon 
Mary Louise Wessel 
657 Pike St., Covington, Ky. 
Mrs. Irma Louise Rutter 
520 E. Armour Blvd., Kansas City, Mo. 


PUBLIC RELATIONS: 

Mrs. Ruby Knox Stutsman, Chairman 

201 N. Wells St., Chicago, IIl. 
Mrs. Catherine Baltasser 

321 N. Lime St., Lancaster, Pa. 
Mrs. Pearl Bush 

Box 264, Cape Girardeau, Mo. 
Barbara Wendt 

324 N. Thomas St., Arlington 3, Va. 
Mrs. Nina Elsinger 

2108 North 16th St., Apt. 5A, Omaha, Nebraska 


RULES AND By-Laws: 
Eunice E. Beimdiek, Chairman 
Waco Petroleum Co., 3718 Westminster St. 
St. Louis, Mo. 
Haryette Clark 
2111 Broadway, Indianapolis, Ind. 
Mrs. Rosa Parker 
235 S. McLean St., Apt. 2, Memphis, Tenn. 
Lucille Valk 
1414 N. Orange Grove Ave., 
Los Angeles 46, Calif. 
Mrs. Elizabeth Saeger 
416 North 17th St., Fort Dodge, Iowa 


LEGAL ADVISORY: 

Zelda M. Uthe, Chairman 

91 State St., Albany, N. Y. 
Mrs. Verna Hoffman 

210 E. Washington St., Bloomington, III. 
Mrs. Janet Beardmore 

2174 NW Davis, Apt. 604, Portland, Ore. 
Miss Jimmy Watts 

204 N. Main St., Waynesville, N. C. 
Ann Weigand 

615 Brady Bldg., San Antonio, Texas 


EDITORS: 
Genevieve Dahl, Chairman 
614 Selby Ave., Apt. 201, St. Paul, Minn. 


Anna Moore 
200 Stacy-Trent Hotel, Trenton, N. J. 


Mrs. Sarah Cunningham 
910 Willow St., Trinidad, Colorado 


Mrs. Lois Mullen 

1607 Cole Mill Road, Durham, N. C. 
Lillian Steers 

1123 12th St., Santa Monica, Calif. 

SCRAPBOOK: 

Mrs. Kelly Purser, Chairman 

219 Millsaps Ave., Jackson, Miss. 
Mrs. Rousia L. Hoxsey 

514 Hyde Bldg., Spokane, Wash. 


Mrs. Alice Foote 
161 Church St., New Haven, Conn. 


(Continued on page 10) 
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Miss MARY L. ZUBER 


SECRETARY of the month 


Promotion through achievement resulted in the appoint- 
ment of Mary L. Zuber, of Columbus, Ohio, to the position 
of secretary to Chief Justice Carl V. Weygandt, of The Su- 
preme Court of Ohio. 

Mary was born in Columbus, educated at St. Joseph 
Academy by Sisters of Notre Dame, and returned for a post- 
graduate course in commercial studies. She entered the em- 
ployment of State Offices in 1930, her first association being 
with Democratic State Headquarters. Mary says the high- 
lights of her career have been “my attendance at the 1932 
Democratic National Convention in Chicago, when Gover- 
nor Franklin D. Roosevelt accepted, in person, the nomina- 
tion for President, and the subsequent presidential and 
gubernatorial campaigns of 1932.” 

Miss Zuber was one of the first five employees who 
formed the nucleus of the Home Owners’ Loan Corporation 
in August of 1933. While her duties were more in the nat- 
ure of Office Manager, in 1941 she left the Corporation and 
returned to secretarial work in its Cincinnati Regional Of- 
fice. In 1942 she came back to Columbus as secretary to the 
Assistant Director of the State Office of Price Administra- 


tion. In 1945 she accepted the position of secretary to the 
Director of the Department of Liquor Control. When the 
Director was appointed by Governor Frank J. Lausche to 
fill a judgeship on the Supreme Court of Ohio, in 1946, 
Mary went with him to the Court as his secretary. In 1949, 
Mary became secretary to the Clerk of the Ohio Senate, 
serving through the regular session of the 98th General 
Assembly. 

In July of 1950, Miss Zuber was offered the position as 
secretary to the Chief Justice of the Supreme Court. She 
assumed her new duties on August 1, 1950. Mary says, “I 
have worked as secretary in all three branches of state gov- 
ernment—administrative, legislative, and judicial. All have 
been a challenge, have afforded me a wealth of experience, 
have provided the opportunity to meet all types of people, 
and have given me many friends.” 

Mary is a charter member of the Columbus Chapter of 
National Secretaries Association. She served as Correspond- 
ing Secretary of the Chapter for two years. She thinks the 
Association “inestimable in value to us in the secretarial 
profession, and its stature and influence are increasing daily.” 
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MEI Tit U 


Where there is a need for trained volunteers, you will find NSA 
members doing their share and civilian defense is no exception. 

One of the most important phases of this civilian defense program 
is the complicated job of defending the United States from air attack. 
The job is under the direct supervision of the U. S. Army Air Force. 

This defense of the air requires a vast organization of men and 
equipment composed of radar stations, jet planes and anti-aircraft 
weapons. 

While radar is highly effective in determining the approach of ene- 
my planes, it cannot follow the curve of the earth’s surface. It is here 
that our NSA volunteers take over their jobs as part of the Aircraft 
Warning Service. 

This Aircraft Warning Service consists of two sections. The ob- 
servers who man the lookout posts which are placed eight miles apart 
and the filter center staff. There is one filter center for about every 300 
lookout posts. The main purpose of the filter center is to verify the 
spotters’ reports. 

NSA members have spent many long hours on guard and already 
many have received their wings as part of the Army Air Corps. Pitts- 
burgh, Pennsylvania, Spokane, Washington, Syracuse, New York and 
Grand Rapids, Michigan have established a record for their fine work. 





(Top—left) Mrs. Sophia Rich, NSA member and acting Exec- for Aircraft Warning Service, Grand Rapids, Michigan. Direct- 
utive Secretary of the Central Volunteer Service accepts an ly above are pictured members of the Syracuse Chapter who 
application from Mrs. Mary Best (left), 80 year-old volunteer have volunteered many hours to work at the Filter Center. 


































OcToBER, 1951 


With a sigh of relief the citizens of Kansas City, Mis- 
souri, greeted the clear, beautiful sunshine on Friday, July 
13, 1951. Perhaps the rains were over at last, we said. Little 
did we realize that before the day was over the city would 
be declared in a state of emergency. We had all been read- 
| ing of the terrible floods at Manhattan and Topeka but they 

were still some distance from Kansas City. Oh! the sewers 
might back up and we could have a few inches of water in 
the low places but the dikes would hold. They were built 
5 feet higher than the crest of the 1903 Flood—the worst 
in the history of the Kansas Cities. 

The Kaw River, however, crested at 39 feet and the 
Missouri at 36 feet. First the Argentine Industrial District 
in Kansas City, Kansas, was covered, then Armourdale went. 


Rumors were running wild and people by the droves head- 
ed for the Bluff to see just what was happening. Then the 
water hit the Central Industrial District of Kansas City, 


Missouri. The battle was on to save the Fairfax Industrial 
area, the Municipal Airport of Kansas City, Missouri, North 
Kansas City and the Northeast Industrial District. One bat- 


tle was lost—that of Fairfax—the light plant was saved, 
and no major bridges were destroyed. The downtown dis- 
trict, built on high ground, did not suffer. About 90% of 


the residential district was untouched. 
Reams have been written about the flood, and the after- | 
math but I know that all NSA members are wondering just 
by MARY MARGARET MASON how their sister members fared. 

Missouri Regional ICC Chairman We can say that Westport Chapter was a “flood victim.” 
Editor Mary R. Reidy was gathering all past issues of The 
Wagon Wheel to be bound, and the July issue was ready to 
go to press. Since all the material was in her office, it was 
destroyed by the fire that blazed out of the flood. If anyone 
has copies of the Wagon Wheel, Westport Chapter would 

very much appreciate receiving them. 

Our National Treasurer, Helen Boyle, worked with the 
Red Cross until time to leave for Houston and the National 
Convention. Executive Secretary Florence Crawford just 
made it across the Hannibal Bridge on her way to take the 
plane to Houston, which was the last to leave from the 
Municpal Airport. Bernetta Duncan, ICCR for Heart of 
America Chapter, assisted the Salvation Army in sorting 
clothes and passing out coffee. Ann Scott, of Westport 
Chapter, worked many hours helping the Office of the Di- 
ocesan Council of Catholic Women in its flood relief work. 

Companies hurriedly set up temporary offices in down- 
town hotels and office buildings. Radio stations went on 24 
hour duty; the National Guard and Reserves were called out. 
Water had to be boiled for drinking. Air conditioning did 
not function. Private motor cars were ordered off the streets 
in the downtown district. Nearly everyone carried a thermos 
of boiled water from home. Tap water was turned off. Many 
hundreds of people took typhoid shots. 

After the water receded, it left from one to three feet 
of a mess about the consistency of a chocolate malt or syrup. 
Valuable records were lost, not because they couldn’t be 
found but because the water and mud had deteriorated them 
to a point where they couldn’t be handled, or the ink had 
washed off. Fireproof safes proved not to be flood proof. 

The clean up will take weeks. All papers that were legi- 
ble had to be washed and dried. Companies rented electric 
ironers, others used clotheslines for drying papers. 

Many desks had disintegrated and floated away. Some 
had to be torn apart to get the swollen drawers out. Office 
equipment, such as typewriters, adding machines, calcu- 
lators, etc., is being reconditioned by service companies. 








Nine 

















/ 
e aS , 
SiH "4 id 


SALARY 


tba offict TH Ve eee 


reply 





eMobERN SECRETARIES no longer 
use old-fashioned phrases like the above 

but they still are PROUD to use 
PANAMA-BEAVER Typewriter Ribbons 
on their most “extra particular” corre- 
spondence . . . even as did secretaries in 
Grandma's day. 


Since 1896, the finest executive letters have 
been made finer and more resultful through 
PANAMA-BEAVER expression. Such 
meticulously clean, sharp write . . . such 
consistently uniform impression . . . such 
gracious QUALITY- inference . . . could 
never be accidental ! 


Ask your PANAMA-BEAVER man! 


(aston Pape 18 


PANAMA- BEAVER Inbed Fribbens 


Yitbbonkd latbina 


Coast to Coast Distribution 


MANIFOLD SUPPLIES COMPANY 


188 Third Avenue, Brooklyn 17, N. Y. 


Hrectognaph 
 Unkt- Masters 

















National Committees (cont.) 


Rosa Miller 

1001 Federal St., Hickory, N. C. 
Mrs. Patricia Anderson 

130 Taliaferro Place, Shreveport, La. 


STATE ORGANIZATION: 

Mary Jane Smith, Chairman 

2717 Douglas St., Sioux City, Iowa 
Mrs. Loraine K. Alden 

86 Burlington Ave., Rochester, N. Y. 
Mrs. Inez Greeson 

3819 Walker Ave., Greensboro, N. C. 
Mrs. Dolores Williams 

512 West Third St., Apt. 10, Tulsa, Oklahoma 
Miss Sylvia Pershe 

3630 “W” Street, Omaha, Nebraska 


CPS: 
Gertrude E. Birkman, Chairman 
1366 Humble Oil Bldg., Houston, Texas 
Jenny Geraitis 
437 E. Pleasant Ave., Grand Rapids, Mich. 
Mrs. Evelyn Schroeder 
412 Western Ave., Medford, Oregon 


Adeline Vavkina 
1503 N. Milton St., Baltimore 2, Md. 


NSA HOME ASSOCIATION: 
Julia Robertson, Chairman 
2100 N. First St., Birmingham, Ala. 
Manetta Watson 
Walnut Park Plaza, Apt. 104, Philadelphia, Pa. 
Mrs. Cornelia Farrell 
554 Arco Rd., Ashville, N. C. 
Mrs. Juanita Ellis 
305 E. 8th St., Topeka, Kansas 


POLICY AND PROCEDURE: 

Mrs. Gladys Martin, Chairman 

1320 El Toro Drive, Bakersfield, Cal. 
Mrs. Ida Davies 

75 Belmont Ave., Springfield, Mass. 
Victoria Hazlett 

1101—17th St., Apt. 302, Seattle, Wash. 
Mrs. Margaret T. Keller 

1703 St. Charles St., Alameda, California 
Roanne Sims 

Rt. 7, Box 417, Charleston, W. Va. 





Camdensa Chapter of the National Secretaries Association 
played an active part in the Graduation Exercises of this Com- 
munity with the honoring of four students, from the local 
High Schools, who were outstanding in their Secretarial 
Course. Certificates of Merit and a check for $25.00 were 
awarded to each of the winners. 







Wauttons 


QTE QA gil 5 best dele 


Despite the popular contention that diamonds are a 
girl’s best friend—buttons can go a long way to lend gla- 
mour to dresses, excitement to hats and fashion interest 
when you wear them as jewelry. 



























They are easy to work with and the clumsiest person can 
make smart (and inexpensive) jewelry with buttons. If 
you've never made anything, probably the easiest piece of 
jewelry to start out with is a stickpin. Merely take an ordi- 
nary hatpin and pull it through the shank of the button. If 
the head of the hatpin shows, break it off with ordinary 
pliers. Now flatten the shank against the hatpin and cement 
it with a few drops of household cement. 


To make an earring, you need earring backs. These can 
be purchased in the notion department of large department 
stores, in dime stores and at some sewing centers. They cost 
about Sc a pair. Take your button and remove the shank 
with pliers. Now merely glue the button onto the earring 
back with ordinary household cement and you have a pair 
of earrings perfectly coordinated to your suit or dress. There 
are many lovely B.G.E. jewel buttons in rhinestone, pearl, 
and imitation ruby, garnet and sapphire stones which will 
defy the eye of an expert. 

Cuff links are a very important part of fashion today, 
and they make handsome gifts for both men and women. 

bere are many lovely jet, pearl and metal B.G.E. buttons 
ing and unusual link sets. To make these, 
ks for Sc or 10c in notion departments. 
p cuff link through the shank of the but- 


he link if necessary with pliers. 
(Continued on page 17) 
























Bailey, Green & Elger suggest through 
tons Are A Girl’s Best Friend.” The pi 
suggest some ways to use buttons. 
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| nearly lost my boy friend | 





































2. “With the TIME-MASTER always 
handy, the Boss dictates any time he 
pleases without having to call me! That 
gives me the chance to get out ‘Rushes.’ 
Then I transcribe when it’s convenient!” 


1. “I was always late to dates... until 
we got our Dictaphone TIME-MASTER. 
When there’s last minute dictation to 
take, it stays after hours for me! And dur- 
ing the day it saves lots of work!” 


| 
| 














4. “The Memobelt catches every word. 
This marvelous plastic belt record slips 
in and out of the machine easily. And 
when I’m finished, I file it, mail it, or 


3. “Transcribing is a snap! Words come 
outradio-clear. The TIME-MASTER’s Magic 
Ear is light as my pearl-button earrings. 
It doesn’t muss my hair, either. I hardly 
know it’s on!” 


? 


throw it away. It’s simple as all that 






Every minute counts for you in the busy business 
office. See how the TIME-MASTER can give you extra time 
for more important work. Send for your free copy of the 
76-page secretarial handbook, “Letter Perfect” today. 












“Dictaphone” is a registered trade-mark of Dictaphone Corporation. 








DICTAPHONE 


THE GREATEST NAME IN DICTATION 





INTRODUCTION . . 


Kitty Unfoiled! 


“November 12: Date with Bill tonight 
—and it was one big 
argument. All I said 
was, “I fully expect to 
keep on working after 
I get married.” Well, 
he really hit the ceil- 
ing! He said,“No wife 
of mine will EVER 
work!” Then all I said 
was, “Where did you 
get that line—out of 
‘East Lynn?” . . . 
Patched things up 
later . . . Ain't love 
wonderful though — 
but hectic!?” 


The first hint as to how KITTY UN- 
FOILED is being written comes from 
the above excerpt taken from Chapter 


| VIII—THE LOVING. While the book 
| has a serious aspect and is based on 
| actual facts and figures, it is light and 


humorous throughout. The book has 
already received much advance pub- 
licity. 


Below are the chapter headings to 


| be included in KITTY UNFOILED. 


(A dedication to 


Kitty ) 
PaRT | THE TONIC 
BE TR csi sitccstoreiacettie THE MACHINE 
PaRT III............... THE JOB: GETTING IT 
PART IV. THE JOB: KEEPING IT 
Part V...... sistiemniiainw EE BOSS 
PART VI..... THE PERSONALITY 
PART VIE isinscsccntssssccsstesnanss A: LEVENG 
PART VIII sss HE LOVING 
PART IX... susnnune DHE FUTURE 


MEMO (To: Kitty, From: Her Boss, 
Subject: You) 
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In a prior article, we stated that the single most impor- 
tant factor in determining whether a contract has been 
entered into, is whether there has been a “meeting of the 
minds.” You may have an offer and acceptance—outward 
manifestations of such a meeting, yet no contract, because 
of the manner in which an offer or acceptance is procured. 
A meeting of the minds may be prevented by fraud, 
misrepresentation, mutual mistake, duress, or undue 
influence. 

Not every mistake or every misrepresentation will render 


a contract void. What is undue influence varies with the 
different states, the parties, and the circumstances. 


Duress is the use of force, actual or by threat, to 
obtain consent to a contract. 


For the contract to be voidable, the duress must have 
been the inducing factor in entering into the agreement 
and such as to deprive the person of making a choice of his 
own free will. 
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Ajax, the knife thrower in a circus, told Chickie, his 
partner in the act, that unless she immediately renewed the 
contract to continue as his partner for three more years, he 
would knife her accidently that evening in the act. Chickie 
was afraid, and signed. That night later, Chickie left the act. 
Ajax sued her for breach of contract. The contract was 
secured by duress and he cannot recover. 


One afternoon in the park, Otto Choke, anxious to sell 
his house to raise money, struck 
up a conversation with Mrs. 
May B. Weak, a wealthy wid- 
ow, aged 89 who could hardly 
walk. For three hours he tried 
to induce her to buy his house, 
without success. Being a wom- 
an, Mrs. Weak insisted on hav- 
ing the last word but Otto was 
not to be outdone. After five 
hours, tired and weary, Mrs. 
Weak agreed to buy the house for $25,000. Later she re- 
fused to close the deal and Otto sued. There can be no 
recovery as Otto used undue influence. 


Fraud is a knowingly made, false representation of 
a material fact, leading another to act in reliance upon 
it, to his damage. 

Denture owned ten shares of Blond Models, Inc. Pax- 
ton, the Secretary of the Company offered him $10,000 for 
the ten shares stating that the Company was losing money. 
Denture consulted his stock broker, his attorney, and others, 
then sold the stock to Paxton. Denture then discovered that 
the stock was worth $15,000 and sued Paxton for $5,000. 
There can be no recovery as Denture did not rely on Pax- 
ton’s statements, even though such statements were material. 


“Spinner” Grogan spun wonderful tales to Clancy about 
a race horse, Englander, which he bought 
out West. Clancy became very enthused 





sf ; 
5o/)\ ~, and after Grogan described the horse 
iy) 4 as being A-1, sound and fit to race, 


- “4 Clancy agreed to buy the horse for 
ty $5,000. The horse, when delivered, was 
:1%!-7Z lame, unsound and not a race horse, so 
Clancy refused to accept him. Grogan 
sued. There can be no recovery because 


of the intentional, material, and false representation. 


Penny, a cute, petite secretary (whom I would like to 
employ if only because of her efficiency and intelligence) 
on her way home from the National Convention in Texas, 
stopped in Pittsburgh and saw a purple print dress in a de- 
partment store window for $29.50. Afraid she would miss 
her train, she rushed into the store and told the sales lady 
to send her the purple dress in the window. The sales lady 
sent Penny a different dress also in the same window but 
sel.ing for $159. Now, the policy of the store was that 
dresses were not returnable, and therefore, the store sued 
Penny for $159. There would be no recovery since there 
was a mutual mistake of fact. 


Hockshop Looie sold “Redic” Alice a stone which both 
believed to be a valuable diamond. Alice took the stone to 
a jeweler for appraisal and found that it was only glass. She 
requested Looie to return the purchase price, but Looie said, 
“Honest, I t’ot it wuz a di’mond, de real t’ing,” and he re- 
fused to return the money. There was no contract, because 
of a mutual mistake and Looie had to return the purchase 
price. 


0-<¢” 
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(Continued on page 16) 
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THE SECRETARY 


eauty 1s 
our “Business 


by GEORGIA CASH 


In the past few issues of THE SECRETARY you have been 
learning how to schedule your day in order to have as much 
free time as possible in which to do many of the things that 
will make your life richer and happier. Some of you may 
be thinking “what good is free time to me when all I do 
is stay home or else go to a movie with the girls.” That 
brings us right back to “Beauty is Your Business.” 

Had you thought that perhaps one of the reasons why 
you stay at home alone is that you don’t really bother to be 
the sort of girl that men take out or that women like? What 
have you to offer them to make it worth their while to cul- 
tivate you? Do you have a ready and friendly smile? Are 
you generous in your opinion of others? Do you give the 
other fellow the benefit of the doubt? Are you a good con- 
versationalist? Do you listen attentively? Do most of your 
sentences begin with I? Are you patient with those less 
fortunate than yourself? Do you try to draw out shy, self- 
conscious people? Is the outward appearance you present 
to the world all it should be? If you answer these questions 
truthfully you may find a partial answer to why you stay 
home alone. You can remedy the situation but it takes plan- 
ning and “stick-to-it-iveness.” People do not like you just 
because you happen to be you. You earn their liking and 
respect by being a welcome addition to the groups that seem 
to have so much fun. The reason they have fun is because 
each contributes his part to the feeling of goodwill and en- 
tertainment. You must work for your “place in the sun.” 

First, let’s take inventory. Your mirror won't mislead 
you. As you look at yourself closely do you think, “I can get 
by with a good girdle,” or “what can I do to become more 
attractive?” Look at your feet and legs critically (as men 
do). Can they be improved? How about your hips? Are they 
too broad? Is your waist as slim as it should be? Are your 
busts firm and your shoulders back? Do you stand straight 
and tall, or do you slump in the wrong places and add years 
to your appearance? How about your mind? Can you discuss 
current affairs intelligently? Do you enjoy music? Do you 
know anything about the sources of our own music? Do 
you read? Do you listen to the radio? All these things aid 
you in becoming a more interesting and-attractive person. 

It will take time—and work—but you're staying in a lot 
anyway, aren't you? You have nothing to lose and much to 
gain by putting forth some real effort. By all means go out 
when the opportunity presents itself but on stay-at-home 
nights do something about yourself. Learn to be attractive 
to women also. Don’t scorn their invitations. Some of them 
have most attractive brothers! 

Next month we will give you some definite instructions 
as to how to put your body in good order and keep it that 
way. In the meantime, make a habit of listening to what is 
going on about you. Turn to your radio, magazines and 
newspapers. This is an easy way to broaden your mind as 
they contain worlds of good material for intelligent conver- 
sations. Spend a little time in honest effort to make people 
like you and—watch your invitation barometer go up! 
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Looking at your ‘Profession 


by LAURA H. SUMMERS 
La Ramee Chapter 


A meal ticket? glamour? opportunity?—which does 
your job mean to you? In reality the secretarial profession 
can offer all three. Where you place the emphasis reveals 
your attitude toward your work and toward life itself. 

One’s daily bread is essential to survival, and occasion- 
ally it is very pleasant to have some meat and a serving or 
two of vegetables. Far be it from me to discount the im- 
portance which any of us must place on the meal ticket 
phase of a job. If, however, the pay check is the only thing 
we find interesting about a job, we may never know the 
fun of eating salads and desserts. A secretary who is not 
vitally interested in her work is given to clock-watching, 
desk desertion, tardiness, and numerous other small office 
inefficiencies which eliminate her from the personnel direc- 
tor’s list of promotion prospects. 

Remember the rhyme, “Sugar and spice and everything 
nice, that’s what little girls are made out of”? A part of 
the spice, for little girls grown up, is glamour. Webster de- 
fines the word “glamour” as a “spell or charm” and also as 
a “deceptive or enticing charm.” If, the charm is built of 
solid material—such as the appeal of good grooming, pleas- 
ant working conditions, meeting interesting people, learn- 
ing the enthralling story of business, participating in his- 
tory-making events—then you know something of the real 
glamour of the secretarial profession. 

Opportunity? Ah, here is the real appeal of the secre- 
tary’s job. From what other positions do so many people 
step into executive posts? In what other capacity is there 
so much opportunity for the development of initiative? 
What other profession offers so wide a choice in the kind 
of business with which one may affiliate? 

The secretarial profession offers unlimited opportunity 
to develop personality with that special charm known as 
“glamour” highlighting all the interesting facets of the 
day, for a pay check that will furnish a meal ticket com- 
plete with salads and desserts! 

But first of all there must be the challenge of open op- 
portunity in the job, or the glamour turns to glitter that 
isn’t gold and the meal ticket to a tasteless mess of pottage. 
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THE SOCIAL SIDE 


of the 


NATIONAL CONVENTION 


In Houston, the outstanding city of the South, the lux- 
urious Shamrock Hotel, with its beautiful mirrored Emerald 
Room and marvelous fan-shaped swimming pool, plus bril- 
liant moonlight nights, provided the setting for the social 
activities of a gay and charming bevy of secretaries at the 
NSA Convention. 

At noon on Wenesday some 17 delegates to the Con- 
vention aired their views on NSA and on world affairs in 
general, over Radio Station KCOH, with Jimmie Brink- 
meyer as M.C. for “Luncheon at Weldon’s.” 

That afternoon, four busses filled with NSA girls left 
the Shamrock to make a tour of the city of Houston. The 
guides, members of Houston Chapter of NSA, were dressed 
in true western style. The tour included the beautiful resi- 
dential areas, particularly River Oaks and Riverside, which 
were breathtaking; the two universities, Rice Institute and 
the University of Houston, and the new Houston Stadium, 
which is located on the Rice campus and has a seating ca- 
pacity of 70,000; the downtown civic center; the tall build- 
ings, Gulf, Esperson, City National, and Humble; the larg- 
est Woolworth store in the world; the outstanding women’s 
stores, the Fashion and Sakowitz; the largest department 
store in the South, Foley’s; many beautiful churches (First 
Methodist Church has the largest membership of any Meth- 
odist church in the country); the Gulf Freeway, which will 
eventually reach all the way to Galveston, Texas; the ship 
channel, where boats from all over the world dock at the 
Port of Houston, second largest port in the country. A look 
at the fabulous new Medical Center now under construction 
concluded the tour. Numerous hospitals, including a cancer 
research hospital, a crippled children’s hospital, and a city- 
county charity hospital, will be located in this center. 

An atmosphere of cordiality and gaiety prevailed at the 
cocktail party honoring the National Officers, which was 
held in the Grecian Room on Wednesday evening with the 
Texas Chapters as hostesses. This occasion provided an op- 
portunity to become acquainted with the National Officers 
of the past year and the candidates for the coming year, 
and to renew old acquaintances. 

An unusual event was the Aquacade at the Shamrock 
Pool on Thursday evening. The full moon, cabanas surround- 
ing the pool, and soft music added glamour to the synchro- 
nized swimming of the Corkettes. The acrobatic acts were 
amazing—and amusing—as interpreted by numerous water 
clowns. 

Excitement and suspense were great at the “Secretary- 
of-the-Year” luncheon on Friday, which was held in the 
Emerald Room. In addition to other souvenirs, an orchid 


by PAULINE WINNER 
Houston Chapter 


was given each girl with the compliments of Elizabeth 
Scott. The Hilo Visitors Bureau of Hilo, Hawaii, sent the 
orchids by plane to Mrs. Scott. 

Sally Larson Smith, a talented Houstonian, gave a mono- 
logue—a delegate’s report to the home chapter after an 
NSA Convention in Washington. Prophetic, wasn’t it? The 
charm and poise of the forty-four contestants for the title of 
“Secretary-of-the-Year” added to the difficulty of the judges 
in making their decision. Versatile Fred Nahas, master of 
ceremonies, entertained us during the contest with his ad- 
libbing. Fred Gibbons, at the organ, honored the officers 
with songs and played the favorite selectioris of the chapter 
groups, as requested. After long and careful deliberation, 
the judges awarded the honor to lovely Lorene Bolt of the 
Tower Lights Chapter, Austin, Texas. She was crowned by 
President Elizabeth Scott, presented with a bouquet of red 
roses and numerous gifts. Since the contest, Lorene has re- 
ceived letters from all over the nation, offers of positions, 
and proposals of marriage from Texas millionaires. 

The Western Party on Friday night was a very colorful 
event. Every girl was presented with a red western hat and 
a scarf to complement her western attire. A buffet supper 
(those delicious Shamburgers! ) was enjoyed at tables set 
around the pool, with that big Texas moon shining over it 
all. A real hillbilly band beat out the tunes for the square- 
dance exhibition, which was fascinating to watch. 

The beauty of the Emerald Room at the banquet on Sat- 
urday night was enhanced by the lovely secretaries in their 
evening gowns. It was an inspiring sight. The big surprise 
of the evening was the dedication to the National Secre- 
taries Association of the coast-to-coast broadcast of “Satur- 
day at the Shamrock.” Fred Nahas, as the genial master of 
ceremonies, made the program quite interesting and enter- 
taining. The harmonizing of Jon and Sandra Steele, “Mr. 
and Mrs. Harmony,” the singing of Dick Krueger, and 
Henry King’s music put us in a mellow mood. Glenn Mc- 
Carthy, millionaire owner of the Shamrock, pinned an orchid 
on Miss Manetta Watson, who holds the distinction of 47 
years service as a secretary. To the strains of “The Eyes of 
Texas” the Baked Alaska was brought in under flaming 
swords—it was spectacular and thrilling. 

Awards for the best bulletins, the best scrap books, and 
the most members gained during the year were presented. 
A number of beautiful door prizes were given, compliments 
of various stores and companies in Houston. The impres- 
sive new ceremony of installing the incoming National Of- 
ficers provided a fitting climax to the banquet. The four 
days, packed with so much fun, were over all too soon. 
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“My typing station’s complete 
... With fine-a-Time” 


Busy secretaries are typing faster, more easily, more 
accurately than ever, as Remington Rand’s Line-a- 
time completes the modern, efficient typing station... 
holds copy “right before their eyes” in natural reading 
position! These secretaries make good use of effort- 
saving Line-a-time features like— 
EXCLUSIVE TRANS-VUE LINE GUIDE— Underscores copy line 
... permits full view of next several lines to catch pen- 
ciled-in changes. 
NEW SPACE-CELECTOR-for instantaneous choice of spacing. 
EXCLUSIVE TURN-A-PAGE POCKET —for “fumble-proof” 
page turning...secure page holding. 
EYE-EASY LIGHT-CONDITIONING — angles copy for maxi- 
mum lighting and readability. 
2 F) Join the fast-growing ranks of 
\ \ secretaries who are producing 
\ R\ G WI \ more with less effort—with Line- 
\ =a a-time...the world’s finest copy- 


\ | holder! 
a | 
8 Tyee BS | qrrce LINE-A-TIME BROCHURE 
— \| — YOURS FOR THE ASKING! 
eal 
oe Ory Ftand. | 
awe . 
Remington Rand Business Machines & Supplies Division 
Room 2217, 315 Fourth Avenue, New York 10, N. Y. 





(0 Please arrange for a demonstration of the New Line-a- 
time in my office—no obligation, of course. ‘ 
( Please send me folder RSL 212 on the New Line-a- 
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Addr 
City Zone State 
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time copyholder for faster,easier, more accurate typing. 
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Law for the Secretary (cont.) 


Oglethorpe, a collector of antiques, sold Passingworth 
an old grandfather clock for $25, agreeing to deliver it the 
next day. After Passingworth walked away, a noted antique 
expert, Lord Mohnengrone, came in and seeing the same 
clock, told Oglethorpe that the clock was a genuine early 
model Junkentrash and worth $2500. Oglethorpe refused to 
give the clock to Passingworth. Passingworth sued. Passing- 
worth can recover, for there was no mutual mistake, merely 
an error in the opinion of the value of the clock. 


Above are a few examples showing what will pre- 
vent or fail to prevent a meeting of the minds. We wish 
to emphasize, however, that in the field of law, the 
number of border line cases is multitudinous and the 
line of cleaveage between a meeting or a failure to ef- 
fect a meeting of the minds is narrow and confusing. 


And so before becoming athletic and jumping to con- 
clusions, consider this, from Laughter is Legal by Francis 
Golden, published by Frederick Fell, Inc. 


“The lawyer for the plaintiff had finished his argument, 
and counsel for the defense stepped forward to speak, when 
the justice of the peace interrupted. His eyes were wide 
open and filled with wonder and admiration at the skill of 
the plaintiffs’ lawyer. 


‘Defendant need not speak,’ he said, ‘Plaintiff wins.’ 

‘But your honor,’ said the attorney for the defendant, 
‘at least let me present my case!’ 

“Well, go ahead, then,’ said the justice wearily. 

The lawyer went ahead. When he had finished, the 
justice gaped in ever greater astonishment. 


‘Don’t that beat all!’ he exclaimed. ‘Now defendant 


yr? 


wins’! 





NSA’s chapter, at Modesto, California, shall be henceforth 


known as the STANISLAUS CHAPTER, taking its name 
from a river near Modesto which played an active part in 
California’s Gold Rush history and now plays an active part 
in its agriculture, and indirectly from Stanislaus County of 
which Modesto is the county seat. This chapter was organized 
and installed by the Altamont Chapter of Tracy, California, 
on June 9. Pictured above are the officers installed at that time 
to lead the Stanislaus Chapter through its first year. Reading 
from left to right, they are: Betty Belitto, Corresponding Sec- 
retary; Margaret Loomis, Vice President; Dorothy Dowd, 
President; Mary Dailey, Treasurer; and Betty Brooks, Record- 
ing Secretary. 








Necklaces and bracelets can really 
bring forth your ingenuity. Sew spark- 
ling B.G.E. jewel buttons on black vel- 
vet ribbon, or draw gay plastic swirls 
with a rhinestone center through a 
gold wrapping cord. 


To make a ring, buy an ordinary 
ring form. Prices range from 25c to 
$2 in dime and department stores. Use 
a button with a shank. Flatten out the 
shank with a pair of ordinary pliers. 
Then curl a tiny wire through the 
shank and around the ring. Stabilize 
the ring with a few drops of ordinary 
household cement. 


Buttons can be very exciting on 
hats, and much less expensive than 
jewels. Try novelty plastic buttons on 
the band of your velour or string them 
around a beanie cap. Watch the crea- 
tions of top millinery designers for 
inspiration. You may not be able to 
buy a $100 hat, but you can probably 
make one. Shown here is a Toreador 
hat on which Don Marshall has sewn 
gold cord with colored jewel buttons 
sparkling from the centers of the swirls 
of gold. 
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ITEMS OF INTEREST 


The Casper Country Club, Casper, 
Wyoming, will resemble a miniature 
circus tent on October 18 when the 
Teton Chapter holds its annual Boss 
Night. The theme of the affair will be 
“Circus Daze” and the Club will be 
resplendent with balloons, cut-out ani- 
mals, and a miniature merry-go-round. 
The invitations will be in the form of 
a tent. The entertainment will feature 
a bike race, a fat woman with two 
heads, and a “fortune teller.” As a 
grand finale the girls will “tumble” out 
of a cardboard box car singing circus 
songs! 


Behind the scenes of any activity is 
a secretary. This, the Golden Gate 
Chapter realized, was also true of the 
Japanese Peace Treaty Conference held 
in San Francisco September 3-8. Sep- 
tember 8, the chapter gave a cocktail 
party honoring the secretaries of the 
various delegations to the Conference. 
Notable among those present were 
Barbara Evans, Secretary to Secretary 
of State Dean Acheson; Margaret 
Thoresson, Secretary and alternate dele- 
gate of the Belgian delegation; and 
Alicia Marina, Secretary to the Am- 
bassador from Mexico. 





e An outline of the Shareholder 
Relations Programs of corpora- 
tions have the largest number of 
shareholders. 

e Components of the comprehen- 
sive Shareholder Relations Pro- 
gram. 

e Analysis of Annual Reports of 
200 leading corporations. 


e A nation-wide survey of share- 
holder opinions on annual reports. 





REUTER & BRAGDON, 
¥ 610 WOOD STREET, PITTSBURGH 22, PA. 
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For CORPORATE MANAGEMENT 


@ Opinions and suggestions of 
security analysts and financial 
correspondents. 


@ Corporate Annual Report Re- 
quirements for 17 states and the 
Securities and Exchange Commis- 
sion. 


e An analysis of Annual Report 
content of 34 utilities. 


e Practical Annual Reporting. 


A thorough analysis of Shareholder Relations, as well as a de- 
tailed examination of successful annual reporting with emphasis 
on its requirements and best methods of presentation, if offered 
as a guide for today’s progressive corporate management. 


INC. 
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NORTHEASTERN DISTRICT NEWS 
Mrs. LEO HoRCHOW 
c/o J. C. Breyfogle 
74 E. Gay Street 
COLUMBUS 15, OHIO 
All NSA members, for one reason 
or another, cannot attend our National 
Conventions . . . but ALL NSA’ers ap- 
parently do vacation . . . some take 
lengthy trips or tours . . . Others take 
advantage of chapter-planned trips of 
interest. While the latter does not usu- 
ally require more time than one after- 
noon or evening, such trips do afford 
our members opportunity of seeing 
many places of historical interest, or 
to be spectators of outstanding nation- 
ally important events. 


Recently, members of the HILL 
CITY CHAPTER, of MANSFIELD, 
OHIO, chartered a bus and traveled to 
CLEVELAND to witness a_ baseball 
game between the INDIANS and a 
visiting team of that League . . . on 
August 14, fifty-seven PHILADEL- 
PHIA CHAPTER members, all being 
theatre conscious, attended a perform- 
ance of “HIGH BUTTON SHOES,” 
as presented by St. John Terrell’s MU- 
SIC CIRCUS, at LAMBERTVILLE, 
NEW JERSEY. . . . members of the 
SYRACUSE CHAPTER went to 
ONEIDA LAKE for their annual sum- 
mer outing, on August 25... and for 
mid-September the NEW YORK 
CITY CHAPTER planned a boat ride 
on the HUDSON RIVER Dayline 
Boats, with luncheon at WEST 
POINT. 


At the August picnic of the CO- 
LUMBUS CHAPTER, Columbus, 
Ohio, its members enjoyed the spacious 





Hot Springs, Arkansas members are pic- 
tured listening to a radio broadcast of 
the history of NSA, with special empha- 
sis on CPS. The skit was written by Mrs. 
Carolyn Dodd, Mrs. Minnie Maddox, 
and Mrs. Bette Bergman all members of 
the Chapter. 
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rolling hills of “Twin Brooks,” site of 
the home of one of its members; also, 
they vicariously enjoyed a three week 
tour through “PARIS, FRANCE,” by 
sharing a series of colored pictures 
taken by PEARL TAYLOR, who re- 
cently returned from that charming 
city. 

EMMA T. REARDON, past Na- 
tional Secretary of CLEVELAND, 
OHIO, is planning a September vaca- 
tion which will take her into Texas and 
Southern California. Her itinerary in- 
cludes a short visit with SHELLA 
SHARPE, in Wichita Falls, Texas, as 
well as with several other NSA mem- 
bers along the way. 

July 10 the SYRACUSE CHAPTER 
sponsored a play at the FAYETTE- 
VILLE SUMMER THEATER ... title 
“SILVER WHISTLE” . . . Star, BUR- 
GESS MEREDITH. SUCCESS — 
GREAT ... RESULT... a materi- 
ally increased SCHOLARSHIP FUND! 

Summertime hasn't all been play or 
relaxation for our “Gal Fridays” . . . 
WATERBURY, CONNECTICUT, 
CHAPTER members assisted in revis- 
ing the mailing list of the Waterbury 
Civic Orchestra Association . .. a 
service which required many hours of 
outside work. They also did consider- 
able typing and clerical work for the 
Mattatuck Historical Society, which is 
setting up a Junior Museum for Wat- 
erbury school children. The work en- 
tailed preparing kits containing back- 
ground material of the city, enabling 
children to learn about its history 
“through seeing.” 

The WHITE ROSE CHAPTER, of 
YORK, PENNSYLVANIA spent July 
and August helping the York Welfare 
Federation (their Community Chest) 
with the typing of pledge cards. Three 
members of this Chapter will serve on 
the Advisory Committee for selecting 
and planning the curriculum for the 
newly organized two-year secretarial 
course to be set up by the York Junior 
College, to be patterned after the fa- 
mous Katherine Gibbs School. 

Did you read August 13 “COL- 
LIERS?” If so, you may have read an 
article about General John “Mike” 
Michaelis. None other than our past 
Secretary of the Year, Kitty Baltasser, 
of LANCASTER, PENNSYLVANIA, 
took the: dictation behind this story. 
She tells us that military terms are a 
part of her life since, for 21 years, she 
has been taking military lingo from 
General Don Strickler. 

I had hoped to bring you a cross 


section of opinions District-wise, of 
the recent CPS exams. I have not, to 
date, received any comments from oth- 
er centers within our District, but I 
did get myself on a noonday bus on 
the 17th of August and hurried out to 
lunch with some of the entrants tak- 
ing the exam here in COLUMBUS, at 
OHIO STATE—not with the intent 
of asking any questions about the con- 
tents of the exams but to catch a few 
opinions on it as a whole. I met 
thirty-six girls from Maryland; District 
of Columbia; Pennsylvania; Kentucky; 
Indiana; West Virginia; and Ohio—I 
renewed past acquaintances, made new 
NSA friends, and met several non- 
members. 

I found all of the participants being 
true to their profession in that they 
were assuming a most confidential air. 
Those who were scheduled for the af- 
ternoon exam were not asking for 
information and neither group would 
discuss with the other what transpired 
during the morning session. 

I heard many, many comments, but 
to sum them up for you .. . and I 
merely w-h-i-s-p-e-r it — the exam 
i-s-n-’-t e-a-s-y!!! 

Which brings us to our final bit of 
news ... that Mrs. Alicia Cogan, for- 
mer first Vice President of the NEW 
YORK CITY Chapter, and a member 
of the CPS Institute, attended the In- 
stitute meeting in Chicago, September 
7 and 8, 1951. 

In closing I wish to announce a big 
NE District “roundup”—that of round- 
ing up NEWS for THE SECRETARY. 
Hurry you gals and get into those sad- 
dles and give us some ACTION in the 
form of bigger and better news items. 





Manetta Watson, President of the Phila- 
delphia Chapter received an orchid from 
the famous Glenn McCarthy at the 
Houston National Convention. She was 
honored for having been a secretary for 
47 years. 
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The secretarial survey has been gathering momen- 
tum. Publicity items have appeared in more than a 
dozen well-known publications throughout the coun- 
try, a few of which are Dun’s Review, Advertising 
Age, Printers’ Ink, Horizons. 


These publicity items have appeared in varying 
lengths from mere mention of the availablity of such 
a survey to complete reprints of the release, and re- 
sulted in approximately 1000 inquiries to which a 
news release containing the results was mailed. All 
items mentioned the National Secretaries Association 
as well as the survey. 

We are currently publishing a four-page, two-color 
brochure giving more information taken from the 
survey plus additional information about the Asso- 
ciation. 

This month we are printing a comparison of sec- 
retaries with different educational backgrounds: * 
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DOES YOUR CHAPTER NEED IT? 


The best season of the year for perfume sales is 
here and there is still ample time for your Chapter 
to take advantage of the tremendous demand for 
perfume as Christmas gifts. Eighty-eight Chapters 
of N.S.A. have found that there is no easier or 
more delightful way to raise funds than by the 
sale of Vallette Parfums. 


VALLETTE e Decatur, Ill._—— 








Excerpts from the Secretarial Suwey 


High _ Business 





School School College 
Marital Status 
Single 53.0% 542% 510% 
Married 316% 281% 278% 
Divorced 13.3% 5.3% 15.0% 
Widowed 2.1% 124% 6.2% 
Own Cars 51.5% 534% 584% 
Length of Present 
Employment 7.9 yrs. Qyrs. 7.1 yrs. 
Average Salary $245.26 $268.08 $264.85 
Wardrobe 
Expenditure $451.83 $456.15 $517.93 


*The different classifications do not necessarily imply gradu- 
ation from any. They indicate attendance. 








WHICH PHONE 
PROBLEM IS YOURS? 


And what do you know about the Hush-A-Phone 
though it has been on the market for thirty years. 





PRIVACY: 
For the secretary: 


1. Avoids disturbing the 
“Boss” when taking care 
of phone calls—promotes 
office quiet. 

2. Safe-guards confidential 
conversations. 

3. Reduces nervous tension 
and fatigue because it 
gives good reception at 
the other end of the line 
though using a relaxed 
conversational volume of 

Hush-A-Phone Wt. 5 ozs. voice. 


The “BOSS”: 
Gives him control of privacy even with visitors at his 
desk; reduces nervous tension and fatigue; improves hearing. 


The Office as a Whole: Reduces the noise level by elim- 
inating the clamor of phone talk. Improves phone hearing. 





A Good Secretary informs berself 
Write for literature. 


HUSH-A-PHONE CORP. 
Room 715, 65 Madison Ave., N. Y. C. 16 








Nineteen 











Here's YOUR MAN 


ATLANTA, The Tidwell Company 
AURORA, Panama-Beaver, Inc. 
BALTIMORE, 

Coronet ‘Carbon & Ribbon Co. 
BATON ROUGE, 

Kuhimann Office Supply 
BEAUMONT, Vondersmith Co. 
oo Kime Company 
BOosTO 

Menthold Supplies Co. of Mass. 
BUFFALO, Century Carbon Co. 
CHATTANOOGA, Panama-Beaver, Inc. 
CHICAGQ, Panama-Beaver, Inc. 
CINCINNATI, Panama-Beaver, Inc. 
CLEVELAND, Panama Carbon Co. 
COLUMBIA, S. C., 

A. Hines McWaters 
COLUMBUS, Panama Carbon Co. 
DALLAS, Panama Carbon Co. 
DAVENPORT, Panama Carbon Co. 
DENVER, Commercial Products 
DES MOINES, Panama, Carbon Co. 
DETROIT, Panama Carbon Co. 

EL PASO, The Office Supply Shop 
EVANSVILLE, Panama-Beaver, Inc. 
FORT WAYNE, Panama-Beaver, Inc. 
FORT WORTH, Mayton & Roddy 
HARRISBURG, 

Coronet Carbon & Ribbon Co. 
HOUSTON. 

Benson Carbon & Ribbon Co. 
HUNTINGTON, 

Huntington Typewriter Co. 
INDIANAPOLIS, Panama-Beaver, Inc. 
JACKSON, Standard Stationers 
JACKSONVILLE, FLA., 

Panama Carbon Company 
KANSAS CITY, Panama-Beaver, Inc. 
KNOXVILLE, Panama-Beaver, Inc. 
LOS ANGELES, 

Wilson's Carbon Co., Ltd. 
LOUISVILLE, Panama-Beaver, Inc. 
MARQUETTE, 

Upper Peninsula Office Supply Co. 
MEMPHIS, Panama-Beaver, Inc. 
MIAMI, Panama Carbon Company 
MILWAUKEE, Panama-Beaver, Inc. 
MINNEAPOLIS, Panama Carbon Co. 
MOBILE, Office Supplies, Inc. 
MONTREAL, CANADA, Stencils Lid. 
NASHVILLE, Panama-Beaver, Inc. 
NEW ORLEANS, Panama-Beaver, Inc. 
NEW YORK 





«soirst, I thought the Panama-Beaver Man was just clever in getting me to admit W YORK, 
utual Ribbon & Carbon Co. 
my letters and carbon copies were not as good as I have seen. Then, he proved to NEWARK, 


Wm. H. Coleman Associates 


me how easy it is done. With a Panama-Beaver typewriter ribbon he showed me OKLAHOMA CITY, Branham’s, Inc. 


OMAHA, Panama Carbon Company 


how to type those really crisp sparkling letters like so many we get in the mail. He PATERSON, 
Ww 


m. H Coleman Associates 


showed me what to do to get carbon copies that are smudge-free and require no in Paces dae. 


PHILADELPHIA, 


special effort to be easy to read no matter how many I had to type at one time. - co gp ag a 
Just to show you how helpful he is, in a few minutes we reviewed all of our PITTSBURGH, Panama Carbon Co. 


PORTLAND, Simmons Carbon Co. 


office and duplicating machine supplies and again, one after another, I learned RICHMOND, 


Cole, Harding & James, Inc. 


easier and better ways to get clean, clear, crisp copies and longer use from smaller ROANOKE, Caldwell Sites Co. 


supply inventories. 


ROCKFORD, Panama-Beaver, Inc. 
ST. LOUIS, Panama-Beaver, Inc. 


The big thing to me is to finally have someone who knows the right type of ST. PAUL, Panama Carbon Co. 


SAN ANTONIO, Paul Anderson Co. 


inked ribbons, carbon papers and duplicatmg supplies for our machines and work. SAN FRANCISCO, Panama Carbon Co. 


SPOKANE, Imperial Carbon Co. 


Pit admit my guessing, until I gave the Panama-Beaver Man a chance, was expen- TAMPA, Stallings-Jenkins Co. 
sive and didn’t do work nearly as well. And, just think, he relieves me of all that TULSA, Ranama Carbon Company 


WASHINGTON 


responsibility and now our work is easier to do and certainly far better looking. Coronet Carbon & Ribbon Co. 


WAUKEGAN, Panama-Beaver, Inc. 
WICHITA, Panama-Beaver, Inc. 
WINNIPEG, CANADA, 


e a G. R. Bradley & Co., Ltd. 
CALL YOUR LOCAL PANAMA-BEAVER MAN aluays 2 Loe wel . 


/uonuona He TED 


CARBON PAPER FOR EVERY OFFICE USE DUPLICATING SUPPLIES NEEDED IN EVERY OFFICE 


INKED RIBBONS FOR EVERY OFFICE MACHINE 


Accounting Ribbons Billing & Bookkeeping Machines 
Adding Machine Ribbons Multilith Ribbons 
Addressograph Ribbons Portable Typewriter 
Bookkeeping Ribbons ibbons 


Carbon Paper Ribbons Teletype Ribbons 


Electric Typewriter Typewriter Ribbons 


Accounting Carbon Paper 

Billing Carbon Paper 

Correspondence Carbon 
Paper 

Legal Carbon Paper 


Payroll Carbon Paper P. B. Master Backing Sheet Duplicating Carbon Paper 
Pencil Carbon Paper Patented Racer Arms Unimasters for all liquid, 
Printers’ Carbon Paper Unistencils spirit or chemical machines 


Register Rolls—All machines Stencil Inks 
All widths, all windings Correction Fluid 


Ebony.Unimaster 


ALL SIZES »« ALL COLORS + ALL INKINGS + ALL LENGTHS + ODD SIZES 
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